
~ ~ ~~~ _ _  - ~~~~~~~~ . - 
OFFICE OF THE SECRETARY o f  STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAQEMENT pIVISION r ~~ ~ ~ 

. <  APPLICATION FOR RECORDS RETENTION SCHEDULE 
-_ ., _c_,.l c _ _  ~ . _ _ ~ _ - _ _ ~ _ ~ _  ~ ~ .~ .~ .~ 

INSTRUCTIONS: Sea Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue. Atlanta, Georgia, 30334. 
Attention: Schedulina Section. 

Application Number 

83-70 ~~ ~ ~. 

Date Complerq~ 

Fisca 1 Off bce1Premium kax~ Div. 
S c c u r i t y   deposit D i v i s i d n ~  
720 West Tower, F1ovd"Bldcr." 7th 

ipplication Dan 

__ ._._ ___.i 
ipplicotion Number -- _ -  ~~ ~ 

- - - - . ~ = - ~ ~ ~ ~ ~ .  _-.____,. 1 _ _ ~  200 Piedm .. ~~~~~ ~~~ LFEB.~ ~ ~ ~~~~ 1 583 ~ . ~~~ ~~~ [MAR ~ 2 1983 . 

!. PersontoContsct A t  l a n t a ~ ,  

I. ActionReqquested 

Telephone Number ~~ 

L .... - ~ o ! s # - - . % . ~ > ~ ~ ?  ._ , ~ ~~~ .~ S r . S e c r e t a r y - T y p i s t ~ ~  ~ ~ ~~ ~ . _  ~ 656-2131:- ~~~ ~ ~~~~~ -~ .. . .~ 

.*& a. 8 Estaoiim Retention Schedule; record will continue to accumulate. 
b. Dispose o f  present accumulation: no further accumulation anticipated. 

-c..--O~~ A . ~ d _ 4 ~ ~ i - ~ t i o n N 0 ~ . . ~ - . , , ~ , ,  Check..Q!e;L-Ct!!w-O. S u w W e . ; ~  0 Void ..~ . . ~ . ._ ~~~~ .. . 

6. Records Series Title Ifollowed by title used in office; if different) 1. Dates of Series 
Iarliest Latest 

I 1978 h s e n t  mucL.Pzsr?ium _Ta_.~Re_t_urns_.GIP-1?__Audi_t~~Copie.s___~~~ .:- ~~~ ~ 

What is the function of the Division and the Office in which this record series is created? 
.I, 

j. Division and Offia Function 

The Comptrol ler  General  is  r e spon i sb le  ' f o r  r e g u l a t i n g  in su rance  companies 
and a d m i n i s t r a t i n g  in su rance - re l a t ed  l a w s ;  supe rv i s ing  and l i c e n s i n g  loan  
companies making loans  of $2,500.00 or less; and en fo rc ing  t h e  S ta te ' s  
F i r e  S a f e t y  ' l a w s  and Mobile Home Sales Regulat ions.  
The Fiscal Office is  re spons ib l e  f o r  main ta in ing  accounts ,  budget  and p a y r o l l  
kecords and information.  , . -  / . .  I -  

The Premium Tax Div i s ion  is  re spons ib l e  f o r  main ta in ing  and  auditing premium 
tax  r e t u r n s  f o r  i n su rance  companies. 
The S e c u r i t y  Deposi t  D iv i s ion  is  r e s p o n s i b l e  f o r  main ta in ing  s e c u r i t y  deposit 
f o r  i n su rance  companies. 

~ -.-.-I-- . . ~  ____ -_ .. ~~ ~ ~~ 

1. R d  Slrh Description This file contains the following documents /include form numbersand rirles, if any): 
Attach samples of the file. 

Documents relating to: F i l i n g  of  Annual Premium Tax Returns  by insurance  
companies l i c e n s e d  t o  do b u s i n e s s  i n  Georgia.  

Included are: 
Form G I D - 1 2  

File is arranged: By V a l i d a t i q  D a t e  per s t a t emen t  for' .year l i s t e d  o r  , .  

One to six months oid ----,; 1 Seven to twelve months old - ~ 1 
twenty-five months and older- ~~ -. . ? :- , .  

. .  
.by y e a r  l i s t e d  only ;wi thout  v a l i d a t i o n  .da'te. '+-. 

.~ ~~ ~~ ~ . _ _ ~  __ _ _ _  ~ 

.. ~ ~ - . .  i.___l_ 

3. Monthly Referenca Rate How often are records referred to which are: 

~. ;  Thirteen to twenty-four months old -- ~~ ~ - :  

---.- F I-~--~--~.-.~-.~ ~. .- 
9. Annual Rate of Accumulpionof Ramrda 

Letter-sire . .  drawers 4 --; Legalsin d!awers -I-.-. . ,  ; Shelves -. .Other , (specify) ~~ ~~~. 

I 



YES 3 f A -  
.x 
X .. - ~ 

3.- 
, x' 

It 

a. State Law -- ~~ years. d. Audit period I ~.-----.-years. 1 
b. Statute of limitation ~.~ ~~~~~ .years. e. Administrative need - -~-.~-----,years. 
c. Federal law ___ . - .  ~..years. f. Federal retention instructions _-.- ~ . ~ .  -years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. '. . ~~ ,. ,- .. . - .  . .  

. .  

... - .  .. . . .  
C~ - . .  - : 5 . I  - .  .-. ? -< '. .. - , . - - . 

.~ . .  . ,  

- - ,, -. ~ 

, .  - .  . - ~ ~. 
: i - ~ - - - _  ~ ..- . -  - . .~ . .  4 --,.-; ~- 3 . .  

~~ 

,~ ~. . - - - - d . Z / L  :-~5&LL-!f&,->. ..?.:5 .. - ~~..-Lz-~-=:--.-.. .. .~~ - '  ~ _i._~ ~ .. - .~ -I-,..;-: ~~ ,-"~:L.--. 
12 Aowovsd Disposition Instructions ' This agency re&mrnends.that !hefile series be cut otf at  tht end of each:. , . - . ~. . . .  - .  

.. . 
i .  

3 .  

.~ - , . ~ - .  .~ . ~. . . ..~.-..; .,.;-D-~Calendar :.. Year; N Fiscal year; 0 Other -. I .~:.-.~~>-- ~ I ~- 
~ ~ . .  ~ . .  ~. . 

, *~ ' 
L. '~ 1 - 

. A _  

.. 

- .  - .. . .  . .  a Hold in . the,currentfilp2area._until = .~ (1 - -.. ~. - ~. after,,audit , . . .  ;then - .  . .. . ,  -- - -  , .  

. . .  r : - .  . ~ , ~  , 

~, 0 TraGfer to locer holding area, hold ~ ~ - .  ... i y e a r ( s ) ;  then 
0 Transfer to State Records Center; hold -~. . 

Ll Transfer to State Archives for permanent retention. 
0 Other (Specify) 

~ c . < - ~ .  . ~ -~ 
_I 

- 
. .  ~. ~ ~ 

~ .. . .  . .  .~ . . . . , .  , . .- 
-veer (5) ; then 

. -  . . ~  ~ '~ - ~. 
c. -. 

. .  .-- ; T , ~  , : ~  ;. . ~ '- . . .  &! Destroy: '. - -  .. 

_ r  . , ~  . -  . ~. . . .. 

These instructions apply to al l  prior and future accumulations of the series. 

Recommendations in pera- 
graph 12 are approved. State Auditor/Designee . ~ ~~~ - 
/If disppmved, attad, letter 


